MINE LOG ON INSTRUCTIONS
Annual Change On-line Election

Depending on the agency you work for or your location when logging in to the MINE, there are different methods of
logging on to MINE Self Service:
1. Directly through the MINE homepage through (page 7-2):
1. http://mine.mt.gov/home/default.aspx OR
2. Typing “MINE” into address bar OR
3. Shortcut saved to desktop
2. Through Citrix (pages 2-5)
1. http://mt.gov/citrix
3. Through the Employee Self-Service Portal from home or another non-work computer (pages 5-6)
1. http://mtgov/employee

Should you encounter issues with your password expiration or other networking issues, first contact your
agency IT staff directly or if unavailable, contact the State of Montana I'TSD customer service at 444-2000.

4. Self Service Navigation Instruction: No matter which method you use to get into the MINE, please refer to

pages 7-9 of this document for further navigation instructions specific to the Annual Change online enrollment
screen. Detailed instructions for each method are as follows:

MINE LOG ON OPTIONS:

Option 1. Directly through the MINE homepage at work.
Use one of the following methods to connect to the MINE homepage:
1. Enter the following address into your internet address bar: http://mine.mt.gov/home/default.aspx OR
2. Type “MINE” into address bar & click the green “Go” arrow to the right of the address bar or press
your “Enter” button on your keyboard OR
3. Double-click on the MINE shortcut saved to your desktop

a. Depending on your agency and work location, you may have an initial login to complete prior
to the MINE homepage (primarily required for Dept. of Justice and many DPHHS employees). For
User name, type “STATE\” then your usual login ID. Then type in your current password.

Connect to mine.mt, gov

Connecking Eo mine. mk.goy

User name; |ﬁ statelC. i sl
Password; | m

[ 1remember my passward

L (84 l [ Canicel
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Once you have reached the MINE homepage, enter your Login ID & password (#he same log on 1D and password you enter
when you first turn on your computer).

MINE - Montana Information Network for Employees - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@Back Ml > | |ﬂ ig _l\ /_] Search '\::'\'E"Favnrites '&3 “—Jv
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MlNE >~ MONTANA INFORMATION NETWORK FOR EMPLOYEES
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Home | Programs | Personnel BeneﬁlsiTraining Services _.'4‘:1’ i Y
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Enter your User serrane: | C.IRiAR [Library Search  FYE3KG |

SABHRS | Time Entry

= i 5 Search state agency libraries
Name and i ¢ (OO o DOA TSD Scheduled Maintenance Septernber 20-21 shrliinila i MG
A :I S Welcome to the Mew MINE Website

Password o MINE Presents a Mew Feature Is“,ch Help]

Search MINE Employee Search  EIEIE
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F2008 eGovernment Serice Repartin
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Also available on this Howdol, @ All Executive Branch agencies must submit a report on all of their
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=MUOOK B SOCESS recognizing early signs of hostility in customers or colleagues and on how to an Dihar et
: : [Ehow Dther Intranets]
benefits for you & your : Sl e respond to reduce the chance of vinlence.
. SOME Info
family as well as other T e T Alx
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Option 2. Through Citrix
1. Use either of the following methods to get to Citrix:
a. Type the following address into your internet address bar
i. http://mt.gov/citrix
b. OR Navigate from www.mt.gov

i.  Select the Government Button
Address |6&2 http: ffmt.gow)

“~mt.gov.

iEl i | ATE OF MONTANA

Montana's Official State Website

About Montana | Tourizm & in g iving | Busi | ernrnent | Education Harme

1.

Montana State Employee Access
This page is for State of Montana employees and those doing work on behalf

of the state only.

iii. Select the Login to Citrix link

Address !@ http:ffmt. govlemploves)

ToMt.gOV. Afiis

STATE OF MONTANA

Montana's Official Stats Websita

About Mo a ourism 8 i 2 Living | ©nline Servi lusiness | Gowvernment | Edt

State Employee Access

This page is for state of Montana employees and those doing work on behalf of the state only.

Citrix Portal e STATE OF MONTANA

web Mail E6uh .
i ENTERPRISE
Qutlook TRIX B5RmaL
B Login 5 Login ta Citrix |

Log In
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c. Enter your User Name and Password, then select Log

MetaFrame Presentation Server Log In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back L < | \ﬂ @ _}J /...-'Search \‘;I_‘E"Favorites {4 b _v .’}, i ;_,-| ﬁ j$

Address |@ hteps: jenthin00 1. mt.govy fCitrix/Mat aFrame) authlogin. aspx v . Go

j Login ® i Welcome to the Citrix Enterprise Portal,

User name: If you do not know your login info, please
contact your agency help desk or system
| | administrator,

E Passwaoard:
nter your User | | Blnstall citriz Clients
Name and IRIS Help
Darnain: How to use the Java Client without installing -
Password anything on the computer View Reports
[sTATE v| | anuthing puter.

Advanced Options =>> Instructions

2. Select the MINE Portal icon

Address ﬁj https:ffenthind0l, mt, gov/Citrix MetaFrame/site fdef aulk, asp:x i Go

Applications é 5 @ Welcome to the Citrix Enterprise Portal.

& Top (& Up If you do not know your login

info, please contact your agency
help desk or system
@ @ administrator,
MS Cffice  Telecommutin Active o .
T Directory Bllnstall Citrix Clients IRIS Help
changer How to use the Java Client View Reports

without installing anything on the .

2 computer.
f

A

Mine Portal

;
; Coesor

3. Click OK after reading.
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This computer system is the property of the Skate of Mo il

Unauthorized uze iz a violation of 45-6-311, MCA. This computer zystem,
including all related equipment, netwark s and network, devices, is provided only
for authorized state government use. Any or all uzes of this system and all fles on
thiz system may be intercepted, monitored, recorded, copied, audited, inspected
and dizclosed to authonzed perzonnel. By using this spstem, the user consents to
such interception, monitoring, recarding, copying. auditing, inspection and
digcloser to authonzed personnel,

a. **Depending on your agency and work location, you may have an initial login to complete prior
to the MINE homepage (primarily required for Dept. of Justice and many DPHHS employees). For
User name, type “STATE\” then your usual login ID. Then type in your cutrent password.

Connect to mine.mt.goy

=
nH

Connecking ba mine. mt.goy

Lser narme; |ﬁ statie T ¢| i

Password! | T |

[ 1Remember my password

L oK, ] [ Canicel

Once you have reached the MINE homepage, enter your User Name & password (the same log on ID and password you
enter when you first turn on your computer).
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MINE - Montana Information Network for Employees - Microsoft Internet Explorer

File Edit View Favorites Tools  Help
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MlNE »; MONTANA INFORMATION NETWORK FOR EMPLOYEES
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Announcements

SABHRS | Time Entry
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S Welcome to the Mew MINE Website |

Password m o MINE Presents a Mew Feature [s“,ch Help]
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Info, which offers tools hegtured Links Preventing Workplace Yiolence My Intranets ]3]/
to select the best e Looin The second edition of this state booklet is now available. It contains tips on o Adminlshation
2 Outlook Wieh Accass recognizing early signs of hostility in customers or colleagues and on how to an Dihar et
: : [Show Other Intanets]
benefits for you & your : SABERS Documentation respond to reduce the chance of violence.
. SIOME Inf
family as well as other - Ny inice Py
HR, Benefits & Payroll
Tnformation.

Option 3. Through the Employee Self-Service Portal from home or another non-work computer
1. Use either of the following methods to get to the employee login page:
a. Type either of the following address into your internet address bar
i.  http://mt.gov/employee
b. OR Navigate from www.mt.gov
1. Select the Government Button

Address |6&2 http: ffmt.gow)

7>mt.gov

Montana's Official State Website

About Montana | Touris creatio Working 2 Living Snli i s ernrnent | Education Harme

ii. Scroll to the bottom of the page and select the State of Montana employees
link
Montana State Employee Access

This page is for State of Montana employees and those doing work on behalf
of the state only.

Caontact Us Search

Privac

iii. Select the Employee Self-Service Portal link

Address |@ http: fimt. goviemployes)

Antivirus Software MINE
(es[Zl % Mine

[E ESET MOD32 Antivirus B Employee Self-Service Portal

L

Only available when
outside the state network.

Mctfee virus scan is no longer licensed by
the State of Montana. Information on the
current State wirus protection software can
be found on the Benefitz: Page on the Mine
site ar by contacting your systems
adrinistrator,
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iv. You will iet a Security Alert notification. Click “OK” to acknowledge.
Security Alert E|

il i) "ouare sbout to view pages over a secure connection.

Any information you exchange with this site cannot be
viewed by anyone else on the Web.

[]In the future, do nat show this warnhing

l 0K ]1 tore Info ]

v. Login using your User Name and Password
28 PeopleSoft 8 Sign-in - Microsoft Internet Explorer.

File Edit ‘iew Fawvorites Tools Help

\_)) ik J \ﬂ @ /;j /‘_\' Search “;/1:( Favarites @ [L»;;' ‘-r_g 15
Address E@ https: femine. mt. gov: 7651 /psp/pad9ofp/?cmd=login
GDCJSIC ;l_G_.v_ o _VIGD 8 g‘ v % Bookmarksy E] 1 blocked A,? Check = % Autolink +

AW < Srol-

Employvee Self Service Login

This wehsite is for use by current State of Montana employees and provides
access to self service applications.

User ID:
Enter your User [
Name and Password:
Password
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Self Service Navigation Instruction:

Select the Employee Self Service link on the Enteirise Menu
A MI NE

Fersonalize Content Layvout

Enterprise Menu
Iy Favarite
- Employee Self Sewice |

Select the Benefits Enrollment link within the Benefits folder

YWMune

Search:

|®) 3 3 Self Service

Mavigate to your self zervice information and activities.

[ My Favorites

= Self Service

[> Time Reporing

[ Personal Information
[ Payroll and Compensation

Personal Information

Reviews and update your perzonal
information.

=] Perzonal Information Summary

= Home and Maiing Address
= Phone Mumbers

2 Mare..,

Time Reporting
Fepart and review vour time, set
preferences, and mare.
[ Report Time
[E] User Preferences
[ Find More Information

efs
[» Benefits Information
[ Find More Information
I — Benerts Enrollment |
~Tenenl Sommarr | |
— Long Term Care {A/ | Benefits
REeguests . Revieww health, insurance or ather henefits
[ Learning and
Development
[* Find More Information
[ Manager Self Service

@rﬂ' Learning and Development
Reviewy information related to learning and
ather development.

=] Training Summary.

On the Benefits Enrollment Screen, select the Begin button.
Benefits Enroliment

Aftervou initially enroll in benefits, the anly time you may change your benefit choices is during the
Annual Change Period or due to a qualifying event.

The Info button provides you with additional information about yvour enroliment.
The Begin buttan next to an event means itis currently apen far enrallment.
To hegin your enrallment, click Begin.

Important! Once you have selected the "Begin' button you will have to submit your benefits
elections to the Benefits Department or select 'Home' on the menu located at the top of the page
o exit the benefits selection screen.

Pleaze Mote:

& You have until Friday, October 24, 2008 to make any changes to your online election. If you have
saved arvthing online, please do not submit a paper form unless askedto do so.

o Ifyou are adding a new dependent to your dental ar vision benefits, we will send you a Declaration
of Tax Status form to complete. Failure to return the Declaration of Tax Status form will result inyour
dependents being defaulted to a nongualified tax status. Remember: if the tax status of a currently
covered dependent has changed, itis your respaonsihility to notify the Benefits Deparment.

Open Benefit Events
Event Description

€ oioaons submites  ComPuter Suppor

Annual Change Period Spacialist
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Edit "Self Service" Folder

qiln_ ] Payroll and Compensation
Review your pay, compensation history and
deductions. Update your direct deposit and
W4 infarmation.
= Wigw Paycheck
=] Longevity Hrsl eave Sccel Hrs
= woluntary Deductions
o hore...

ﬁ Find More Information
Additional resources to help you find the
information you need
= Employes Handbook
=] peww Employee Tour
= Benefit Selections Tour
G hlore...



4. For each benefit you wish to change, select the Edit button in front of the benefit name

Enroliment Summary

Medical Biveakly
Fremiums

Current: Blue Choice Managed Care:Memb & Fam
blovse Blue Choice Managed Care:Memb & Fam 321.00
Edit Dental Biveakly
Fremiums

5. Once you have made all your benefit choices, select on the Submit button. You will have to select Submit two
different times in order for your elections to be complete. You can change your online elections as often as

you change your mind - you can continue to submit any changes you many until the Friday, October 24"
deadline.

Submit Click Submit to send your final choices to the Benefits Department.

6. After you have submitted, an electronic confirmation statement will be e-mailed to you.

State of Montana - Confirmation of 2009 Benefits Flections

Employee ID: Mame: 9222008 1:33:36 PM

This confirmation statement confirms your recent benefits elections. These elections will remain in effect for the plan year, wnless

you expetience aqualifying event. If you elected a Life or Long Term Care change that requites approval, you will be sent paperwrotk
that nust be completed and returned. The changes will not become effective or reflected in your pay until necessary approvals are
received by the Benefits Depatment. Mew Long Term Care requests are not reflected in this stabment. Youhave witil October 24, 2008
at midnight to make aryy changes through the MINE employee self service. Any subsequent changes made through MINE employee self
service (faved or submitted) make this confinmation statement null and woid.

YOUR BEENEFIT CHOICES :

Benefit Options Coverage Type Coverage Amount Bi‘mﬁﬁfnﬁm
Blue Choice Managed Care MMetmber & Family 321.00
Drental Member & Family 2740
Basic Life Insurance 14,000 093
ADED - wi Dependents 275,000 413
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In addition to making your Annual Change elections, here are other things you can find in Self Service:

Personal Information

*  Personal Information Summary— View all your personal information

*  Email Addresses — View, Add, Edit, or Delete Email addresses. Only one Email address allowed per Email type. Even if
there is only one email address the preferred checkbox must have a check in it.

*  Emergency Contacts — View, Add, Edit, or Delete your Emergency Contact Information.

* Home and Mailing Addresses — View or Edit your Home or Mailing Address. Select today’s date or a future date. If your
Check Address is different from your home or mailing address, your payroll clerk must be notified to perform the Check
Address update.

*  Phone Numbers — View, Add, Edit, or Delete your Phone Numbers. Thete is now a field for extension. Even if there is only
one phone number the preferred checkbox must have a check in it.

*  Find More Information — Direct link to the Address Formatting Users Guide.

Payroll and Compensation

*  View Paycheck — View your most recent paycheck; or select the “View a different payment” link to select a previous
paycheck.

*  Direct Deposit — View, Add, Change or Delete Direct Deposit instructions.

*  Voluntary Deductions — View your voluntary deductions

*  W-2 Reissue Request — Submit a request for a W-2 to be reissued. Select the Year and specify which address the W-2 should
be mailed to.

*  W-4 Tax Withholding — Federal and/or State Tax withholding. Change withholding allowances ot Specify additional
withholding amounts.

* Compensation History - View the history of your compensation since 1999.

*  Helpful Calculators — Links to financial calculators as well as a Benefits Cost Calculator to help you determine your out-of-
pocket benefit premiums while electing your Benefits upon hire or during the Annual Change Period.

Benefits

*  Benefits Summary — View your current Benefit Information.

* Long Term Care Requests — Request a packet of Long Term Care enrollment information or delete your current Long Term
Care coverage.

*  Benefits Enrollment — Enroll in your Benefits during the Annual Change Period in autumn of each year.

* Find More Information - Provides cost calculators and other helpful information and tools for benefits.

Learning and Development
*  Training Summary — View a summary of training that has been entered into SABHRS.

Find Motre Information

*  Employee Handbook — View information on all State policies and procedures

* New Employee Tour — View basic tour of the State of Montana government agencies and helpful Human Resource, Payroll
and Benefits information for new employees.

*  Benefit Selection Tour — View step by step instructions and information for your benefits elections.

*  Medical Tour — View compatison of different medical plans available to State employees.

* Life Events — View helpful information, both personal and employment related, for different events in the life of an employee.
*  All Forms — Easy access to all forms available from State Human Resources and Health Care and Benefits Divisions.

*  Payroll Information — Easy access to State Payroll information

*  Contact — Agency HR and Payroll contact information

* SOME Info — View State of Montana Employee information (all the information above and more)

Other Resources on MINE sign in screen

* Announcements & MINE News

*  Programs - Information on TAWSE, Recycling, ICCW, SECGC and more

*  Personnel — Find Resources for HR Officers, General Information for Employees, and other information from the State
Human Resources Division

*  Benefits — Find listing of Employee Discounts, Insurance Benefit information from the Health Care and Benefits Division,
and more

¢ Training — Find training opportunities offered by the Professional Development Center (PDC), SABHRS, Risk Management
and Tort Defense, and various Information Technology training.
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